	

	Request for Proposal and
Task Orders

	


	Business Name
	Services for Korean Pavilion Food Promotion at 2023 Summer Fancy Food Show

	Ordering Agency
	New York Branch, America Regional Headquarters, Korea Agro-Fisheries & Food Trade Corporation


April 2023
aT Korea Agro-Fisheries & Food Trade Corporation
	New York Branch, Headquarters of Americas

Ⅰ.
	
	 Bid Summary
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 Bid Summary
❍ Service Name: Operation of Korean Food Promotion in connection with the 2023 New York Food Expo
❍ Contract Period: From the contract signing date to July 28th, 2023
❍ Contract Method: Limited competitive bidding (contract by negotiation)
❍ Selection Method: Comprehensive evaluation of proposals (technical evaluation 80 scores + price evaluation 20 scores)
❍ Required Budget: USD 40,000 (KRW 52,000,000 (approximately))
❍ Event Summary
 - Title: Operation Services for Food Culture Promotion Hall at 2023 Summer Fancy Food Show
 - The period of event: June 25th (Sun)~ June 27th (Tue), 2023 / 3 days
 - Place: Jacob K. Javits Convention Center in New York
 - Participation scale: 5,600 sq.ft (56 booths)
 - Exhibited items: Overall agricultural products such as fresh fruit, ginseng, pastes, forest products, sauces, etc.
❍ Content of service: Informing the excellence of Korean culture and food to buyers who participated in the largest food fair in the United States and inducing export contracts by promoting a healthy food image.
- Overall business planning, directing, progress, and event preparation
* Planning promotion events such as demonstrating and tasting Korean food, info desk, online promotion hall, operation of localization booth, etc.
- Hiring famous Korean food chefs and publicists suitable for operating the Korean food promotion hall
- Promotional menu selection, demonstration of Korean cuisine, public media relations, etc. 
- Matters specified by the aT New York Branch with other business implementations, etc.
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 Proposal Submission
❍ Deadline and Method of Submission: E-mail by 18:00 EST on April 20th, 2023 
- Submission: aT New York Branch (newyork@at.or.kr)
- Inquiries: 1-212-889-2561
❍ Documents to be Submitted: Proposal (including general status, performance result of similar business), operation proposal of promotion hall, business registration certificate (1 copy each)
- The general status and performance result of the applicant must be submitted according to the attachment form, and the cover and contents of the copy of the proposal must not contain any marks or descriptions of the proposing company so that the proposing company cannot be identified.
❍ Fill In the Proposal Submission Form: Write in the letter format
❍ Contract Period: From the contract date to July 28th, 2022
- The event result report must be submitted by July 28th. However, if there is an unavoidable reason, the submission deadline can be changed through mutual consultation.
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 Korean Food Culture Promotion Hall Equipment (installed and provided by aT New York branch)
① Korean Food Culture Promotion Hall: 4 booths 
❍ Basic Equipment and Fixtures 
    - Installation of demonstration and tasting stalls
    ㆍSpecifications and material: Woodworks and Formica used
    ㆍManufactured in 1 layer and installed storage space, door lock, and top lighting
    ㆍWater supply and drainage facility (1 set including sink)
- Fixtures: 1 refrigerator, 4 electrical outlets (including 1 for 24 hours, 1 hot / cold water dispenser, 4 bottles of mineral water), 1 trash can, 20 garbage bags, separate storage installation, 4 light boxes, amplifier and microphone set, (2 wireless microphones), PDP (60 inch) installation
    * Depending on the equipment design, the sink can be connected to a demonstration stand or installed in the warehouse
  ② Info Desk: 2 booths
  ③ Specialized Consultation Office: 2 booths
 ❍ Promotion Schedule
- Bid Notice (end of March, for 10 days) → the receipt of proposals (April 10th) → Open bid and announcement of the negotiating partner (mid of April) → Final selection and contract signing (end of April)
	 Ⅱ.
	
	 Task Details


	< Basic Direction >
◈ Promotion of Korea's special food culture for buyers participating in the fair (4 booths), info desk (2 booths), and operation of a specialized consultation office (2 booths)
◈ Employing chefs and publicists to operate the promotion hall, holding demonstrations and tastings using Korean food ingredients using products from participating companies, and holding various promotional events
◈ Proceeding with Korean pavilion PR in connection with local fairs
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 Details of Services of the Korean Food Culture Promotion Hall
	Category
	Content 

	Work Scope 
	❍ Planning, composition, and menu development for demonstration and tasting event
- Development of menus for demonstration/tasting using promising export items to the US and food ingredients from food companies participating in the Korean Pavilion and providing demonstration/tasting of developed menus for participants of the fair 
- Employment of personnel necessary for events such as chef and chef assistant, operation of information desk, etc.
❍ Operation of the Korean Pavilion Food Culture Promotion Hall (4 booths) (2 days)
❍ Operation of Info desks (2 booths) (3 days) 
❍ Hiring advisors such as customs officers at the specialized consultation office (1 booth) and operation of the office (2 days)
❍ Assigning MD agent (professional counselor) for online booth (booth 1) and operation of the booth (3 days)
* Including operating reservations by the exporter, buyer matching
❍ Planning and proceeding with promotion events 
- Planning and proceeding with promotional events to induce to the Korean Pavilion
*However, it is requested to review focusing on strategies that can be continuously promoted during the fair by using items from participating companies rather than promotion strategies using famous chefs.
❍ Promotion
- Writing and distributing report material of press kit for the organizer and the local press
- Promotion of correspondents and overseas Korean media companies
❍ Submitting a report on the trend of overseas pavilions at the fair
❍ Production of video sketches (5 minutes) for booths in other countries pavilions and Korean Pavilion at the Summer Fancy Food Show
❍ Writing and submitting business results report 
❍ Request from New York aT for proceeding with other events 


※ With this event, additional service matters of the aT New York Branch must be discussed and proceeded. Among the contents of the proposal, the agency commission is recognized within 10% of the execution amount, and for all execution details, the submission of a receipt and bank transaction certificate that can prove so is required. 
	 Ⅲ.
	
	 Proposal Writing and Evaluation


1. Qualification for Bid Participation
❍ Companies such as AT New York Branch, Korean Cultural Center New York, Korea Tourism Organization New York, Kotra, etc., that have performed services of public companies or are currently under contract
❍ Those who do not fall under Article 27 (Restrictions on Qualifications for Participating in Bidding of Unjust Entrepreneurs) of the Korean Act 「Act On Contracts To Which The State is A Party」
❍ If an unqualified person is judged to be intentionally participating in a bid and illegally using bidding-related documents, or is intentionally making an invalid bid, he/she may be sanctioned as an unjust contractor in accordance with the relevant regulations.
2. Corporation Selection Method
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 Successful Bidder Selection Method
❍ As a result of a comprehensive evaluation of proposals (planning evaluation 80% + price evaluation 20%), negotiations are conducted sequentially, starting with the one with highest score.
- Conducted through the proposal (document) review (results are individually notified)
- In the event of a tie, the company with the highest score in planning evaluation is selected.
3. Proposal Evaluation Method and Criteria
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 Evaluation Criteria and Method
❍ Evaluation Criteria: Selecting the high-scoring company based on Technical (80%) + price (20%) evaluation
- Technical evaluation: Calculated by the proposal company by summing up the evaluation item scores of each technical evaluation committee member
※ However, price bidding will be conducted only for companies that pass the technical evaluation with a technical evaluation score of 85% (68 scores) or more of the scoring limit in the technical evaluation field as a result of proposal evaluation.
- Price evaluation: Rating = Distribution limit of bid price evaluation x (lowest bid price / relevant bid price)
- Evaluation score: Apply the average score by summing up the scores of all each evaluation committee members (rounded to the fifth decimal place)
4. Proposal Writing Guidelines
	 A. Writing Requirements
◦ Proposals should be written under the “Guidelines for Proposal Preparation” given below including “Task Contents Ⅱ.” 
◦ The contents written in the proposal must be accompanied by evidential materials that can confirm whether the facts are true or not. In principle, contents without evidential material will not be accepted.


 B. Proposal Writing Tips
1) Proposals must be written on letter format.
2) As a rule, S/W for writing proposals should be written in hancom files or MS-Office products (PowerPoint, Excel, etc.)
3) In the proposal, please refer to the “Task Contents Ⅱ” in the foundation's Request for Proposal and write clearly and in detail about each requirement, but if there are many explanatory materials, write the main content and then write the details as appendices.
4) The contents of the proposal must be expressed using clear terms, and the contents with ambiguous expressions as follows are evaluated as having no intention to fulfill the task at the time of evaluation. Nevertheless, even if the contract is concluded, the offerer is not exempt from its performance obligations.
◦ “~might be able to~”
◦ “~is possible~”
◦ “We are considering ...”
◦ "We agree to”
◦ “~ (A) must be negotiated (agreed).”
 C. Criteria for Evaluation of Proposals when Selecting an Agency
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	Category
	Evaluation Items
	Evaluation Factors
	Distribution

	Category
	Evaluation Items
	Evaluation Factors
	Company A
	Company B

	Technical Ability Evaluation
(80)
	Technical/knowledge ability
(25)
	√ Conformity of purpose of the planning
√ Creativity and novelty of planning and promotion composition
√ Fidelity of business contents
	
	

	Technology
Skills
Evaluation
(80)
	Personnel/Organization/
Management skills
(10)
	√ Level of performance of dedicated personnel
	
	

	Technology
Skills
Evaluation
(80)
	Business Execution Plan
(25)
	√ Business process
√ Degree of reflection of business intention
	
	

	Technology
Skills
Evaluation
(80)
	PR skills 
(15)
	√ Media promotion and consumer attraction loyalty 
	
	

	Technology
Skills
Evaluation
(80)
	Performance result
(5)
	√ Performance result of participation in similar business by public institutions
	
	

	Bid Price Evaluation
(20)
	The formula for a grade of the bid price
(20)
	Evaluated by applying the ‘formula for a grade of the bid price’ set forth in the “Criteria for Conclusion of Contracts by Negotiations.”
	
	

	Total (100)
	
	


D. General Condition in Contract
❍ In performing this task, the “contractor” must faithfully perform it under the agreement document proposal, related laws, and regulations, including the Request for Proposal. The matters necessary to achieve the purpose of the task must be handled by the New York Branch of Korea Agro-Fisheries & Food Trade Corporation (hereinafter “aT”) and must be supplemented according to the instructions.
❍ The service payment for this task can be paid within 5 days after the task is completed and the result report and billing request are received. For requests for settlement of interim service payment that inevitably occur while performing tasks, payment is made after reviewing according to the proof of expenditure. 
❍ After signing the contract, the “contractor” must appoint (report) the person in charge of task management and have him/her take responsibility for the business.
❍ The contractor is responsible for all responsibilities, all administrative and technical costs, and problem handling incurred during business execution.
❍ The business cost of the proposal must include all labor costs, taxes (VAT, etc.), agency fees (including planning fees), promotion costs, etc.
❍ “aT” may request a replacement (change) if the cooperative (agent) company or content is judged to be inappropriate or unqualified for the task in the course of performing the task, and the “contractor” shall respond to this unless there is a special reason.
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 Approval of Plan
❍ The “contractor” must establish an equipment plan and obtain approval from “aT,” and even when changing the equipment plan, it must be implemented with prior approval from “aT.”
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 Execution
❍ The “contractor” implements the equipment according to the equipment plan approved by “aT” for this equipment facility.
❍ The “contractor” must comply with relevant laws and guidelines of “aT” in implementing the equipment.
❍ If the equipment plan of the "contractor" is inappropriate or does not meet the purpose, "aT" may request a correction, and the "contractor" shall comply with it unless there is a justifiable reason.
❍ In the case of each of the following subparagraphs during the performance of the task, the “contractor” must immediately take emergency measures and report to “aT.”
 1. In case of an accident
 2. In case of facility damage, destruction or loss
 3. In case of safety accidents and industrial accidents
 4. Unfair acts of employees related to the contents of the service contract, etc. 
❍ The “contractor” must completely install facilities (consultation booths, etc.) in preparation for safety accidents during the event, thoroughly manage safety, and take responsibilities in case of safety accidents (obligation to subscribe to event safety insurance) 
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 Guidance/Supervision, etc.
❍ “aT” guides and supervises the “contractor”'s work regarding the equipment.
❍ "aT" may, if necessary, request the submission of various materials related to the event or have its employees or a designated person inspect or evaluate the work process or related documents of the "contractor" and the "contractor" has to follow it.
❍ "aT" may request correction or directly take corrective measures if office works by the "contractor" regarded with the event is in violation of relevant laws or regulations or is unjust, and the "other party of contract" must respond unless there is a justifiable reason
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 Compensation for Damages, etc.
❍ The "contractor" takes all civil and criminal responsibilities for incidents and accidents regarding this equipment. However, this is not the case if the “contractor” proves no cause attributable.
❍ When “aT” compensates for damages related to this task to a third party due to a cause attributable to the “contractor,” the “contractor” must compensate “aT” without delay.
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 Execution of Business Cost
❍ The “contractor” shall execute business expenses according to the purpose and use set forth by “aT.”
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 Copyright Matters
❍ The "contractor" shall recognize that all intellectual property rights arising from this business are owned by both the ordering organization and the "contractor" and shall promote the business so that there is no problem with copyright.
❍ The "contractor" shall ensure that the copyright of the original owner is not infringed upon when performing business, and shall take full responsibilities for any infringement of a third party's patent right or copyright due to a cause attributable to the "contractor."
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 Security Matters
❍ The "contractor" shall maintain security so that the progress of the business, related data, and all acquired information are not leaked to the outside without prior approval from the ordering organization, and shall comply with laws and regulations on personal information protection during the business promotion period.
❍ Even during the business period and after completion, if a problem occurs at the responsibility of the "contractor" with the business and damages to the ordering organization, the "contractor" shall be responsible for it.
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 Others
❍ Even if it is not specified in the Request for Proposal, it is considered to be included in this service for minor matters that are unavoidable in the business or that must be implemented.
❍ Matters not specified in the Proposal Guide, Request for Proposal, Bid Notice, and appendices based thereon shall be governed by laws related to state contracts, such as the Act on Contracts to Which the State is a Party and the Criteria for Conclusion of Contracts by Negotiations.
❍ Other matters not specified are determined by consultation between “aT” and the “contractor.”
【Form 1】 Proposal Report Form
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1. Business Purpose
◦
2. Progress Direction
◦
3. Event Summary (promotion summary)
 A. Event Name (promotion content and media name): 
 B. Date and Time (promotion period): 
 C. Place (PR area): 
 C. Subject of Promotion (promotional target): 
 E. Key promotion Items
 ◦ Reasons for Item Selection, etc.
 F. Event Contents (PR concept and production contents): 
 G. Required Budget: 
4. Detailed Promotion Plan
 A. Event Planning (promotion planning)
 B. Unit Event Organization Plan
 C. Media Promotion Plan and Performance Analysis Method, etc.

6. Details of Required Budget
(Unit: USD)
	Category
	Details 
	Executionamount
	Remarks 

	Business Cost
(agency)
	Operation of Promotion Hall
(June 25th ~ June 27th)

	Fixtures cost
	
	Purchasing cost for tasting plates, etc.

	Business expenses
(agency)
	Operation of Promotion Hall
(June 25th ~ June 27th)

	Personnel expenses for the event
	
	For chef's, assistant chef's, guides

	Business expenses
(agency)
	Operation of Promotion Hall
(June 25th ~ June 27th)

	Take photos and videos 
	
	Cost of filming

	Business expenses
(agency)
	Operation of Promotion Hall
(June 25th ~ June 27th)

	Food cost 
	
	Food purchasing cost

	Business expenses
(agency)
	Operation of Promotion Hall
(June 25th ~ June 27th)

	Transportation cost
	
	Transportation cost

	Business expenses
(agency)
	Pre- and post-PR
	Promotion
Marketing
	Media promotion
	
	Media promotion cost

	Business expenses
(agency)
	Pre- and post-PR
	Promotion
Marketing
	Agency fee
	
	Recognition of commission within 10% of agency service cost

	Total 
	0
	


 ※ Note 1) Budget items excluding agency fee can be operated flexibly after prior consultation with the New York Branch
※ Fill out in accordance with the above form, but it can be changed according to the conditions of the agency if necessary.
【Form 2】 Business Result Report Form (required to be completed after consultation with aT)
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1. Business Purpose
◦
2. Event Summary
◦
3. Promotion Contents
◦
4. Business Performance Result and Future Development Direction (specified follow-up management plan)
 A. Business Performance Result 
 ※ When exposed to media such as newspapers and TV and survey results such as consumer (customer) responses, quantify the advertising fee conversion amount for each medium of exposure, etc., and specify the performance in detail.
 ※ Performance Result shall be specified in detail by quantifying export-related performance indicators
 B. The Direction of Future Development
◦
※ Fill out in accordance with the above form, but it can be changed according to the site conditions of the agency if necessary.

【Form 3】 Major trend research report form for each overseas pavilion at the fair (required to be completed after consultation with aT)
	Major Trend Status by Overseas Pavilion
at 2023 OO Food Fair


	Ⅰ
	
	 Summary and Trend of 2023 OO Food Fair (         )


1. Summary of 2023 OO Food Fair (         )
❍ Event Name: 2023 OO Food Fair (           2023) / OO times
❍ Period: (  ) ~ (  ) 2023 * Opening hours: 11:00 - 19:00 (closes at 17:00 on the last day)
❍ Place: 
❍ Organizer: 
❍ Item: 
❍ Nature: 
❍ Scale: 
2. Major Trends of 2023 OO Food Fair (Comprehensive)
❍
❍
❍
❍
	Ⅱ.
	
	 Major Country Pavilion Trends (OO countries)


1. OOOOOOOO
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 Participation Scale (number of companies): 
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 Major Participation Items: 
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 Country Pavilion Major Trends and Popular Products
 ❍
   -
   -
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	 View of the Country Pavilions
	Main items: Locally grown vegetables


❍ Popular products
   - 
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	 View of the Country Pavilions
	Main items: Locally grown vegetables
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Criteria for Evaluation of Proposals when Selecting an Agency








Business Name





Business Name
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